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Introduction 


This booklet was prepared to assist 
individuals and organizations in the private 
sector in the preparation of proposals for 
scientific and technological work that may be 
required by federal government departments. 


Adherence to these guidelines will make 
proposals easier to evaluate and facilitate 
contract negotiations. 


Background 


Contracting-Out Policy 


The Government of Canada contracts-out its 
mission-oriented science and technology 
requirements in the natural, human and 
social sciences to the private sector. Among 
its objectives the policy endeavours to: 


¢ encourage Canadian industry to meet 
government needs as much as possible 


e stimulate industrial innovation and provide 
related benefits to the Canadian economy. 


Unsolicited Proposals Program 


The Unsolicited Proposals Program was 
established in 1974 as an adjunct to the 
Contracting-Out Policy. It provides for prompt 
and consistent government response to pri- 
vate sector proposals which may meet the 
scientific and technological requirements of 
departments and agencies. 


The aim of the program is to encourage 
industry to contribute to government objec- 
tives and, at the same time, to increase the 
government’s appreciation of Canadian 
industrial capabilities. 


The Science Programs Branch of the Science 
and Professional Services Directorate 
administers the Unsolicited Proposals Pro- 
gram, and acts as co-ordinator for the 
receipt, distribution, review and evaluation of 
proposals submitted. 


Definitions 

Unsolicited Proposal: A proposal, written on 
the initiative of an individual or organization 
in the private sector, which may satisfy a 
government science and technology require- 
ment. Such a proposal would normally con- 
tain an idea or opportunity considered to be 
unique by the originator. The proposal 
becomes an offer of services to the 
government. 


Science and Technology Requirement: A 
requirement to perform a scientific activity in 
the natural sciences or in the human science 
fields of urban, regional and transportation 
studies. 


Private Sector: All individuals and private 
Organizations resident in Canada constitute 
the private sector. Organizations must be 
incorporated, registered, or recognized as 
such, under federal or provincial legislation, 
and carry on activities in Canada. Non-profit 
organizations, universities and other public 
institutions resident in Canada, such as 
provincial research organizations, are consid- 
ered to be private organizations. 


Canadian Industry: All commercial enter- 
prises resident and operating in Canada. 
They must be incorporated, registered, or 
recognized as such, under federal or provin- 
cial legislation, and carry on activities in 
Canada. Included are industrial research insti- 
tutes jointly operated by groups of such 
commercial enterprises. 


Acceptance Criteria for Unsolicited 
Proposals 


Upon receipt, an unsolicited proposal is dis- 
tributed through a well established network 
to potentially interested departments for 
review. If there is interest in the proposal, an 
ad hoc meeting is called to discuss it. This 
meeting determines whether the proposal can 
be accepted, how it can be funded and 
whether any changes are necessary. 


In order to be accepted in principle, an 
unsolicited proposal must meet certain 
criteria which are evaluated by this inter- 
departmental committee chaired by the 
Science Programs Branch of the Science 
and Professional Services Directorate. 


e Sponsorship: The proposal must be spon- 
sored by a federal government department. 
To sponsor a proposal, a department must 
consider it as directly supporting depart- 
mental objectives and as having sufficient 
priority that the department is prepared to 
make the necessary budgetary provision 
for directly generated follow-on costs. The 
sponsoring department must also desig- 
nate a scientific officer who will be respon- 
sible for monitoring the technical progress 
of the work. 


¢ Scientific Merit and Technical Feasibility: 
The proposal must be judged to have 
scientific merit and to be technically 
feasible. 


e Uniqueness: The proposal must be judged 
to be sufficiently unique to justify waiving 
the normal competitive procurement pro- 
cess. Uniqueness can mean either that the 
proposal offers a new idea or that the origi- 
nator has a unique capability or capacity 
for carrying out the proposed work. 


If a proposal meets the criteria and if satis- 
factory government funding can be arranged, 
a contract will be negotiated by the Science 
Branch on behalf of the sponsoring depart- 
ment. The negotiations may include modifica- 
tions to the statement of work to conform to 
the sponsoring department’s requirements, 
the schedule, cost or terms and conditions. 


In instances where an unsolicited proposal 
is accepted but the sponsoring department 
does not have sufficient funds in its current 
budget to finance the proposed work, financ- 
ing can be requested from the Unsolicited 
Proposals Fund. The Fund, which is managed 
by the Science Programs Branch, can be 
used by the department to finance the initial 
stages of the work until such time as the 
department can obtain its own funds through 
the normal budgetary process. 


The Organization 


The Science and Professional Services Direc- 
torate is responsible for providing the con- 
tracting services on behalf of other govern- 
ment departments in order to implement the 
Contracting-Out Policy. Two branches within 
the directorate are associated with this policy 
and provide the following services: 


The Science Branch establishes contract 
terms of reference with the department 
requesting a contract; establishes a bidders 
list; solicits proposals; evaluates proposals; 
negotiates contracts (for solicited and 
unsolicited proposals); obtains contract 
approval; awards contracts; manages the con- 
tracts together with the client department; 
and wraps-up financial and administrative 
aspects of contracts. 


The Science Programs Branch manages the 
Unsolicited Proposals Program and the 
Public Awareness Program for Science and 
Technology; maintains source lists of organ- 
izations capable of providing scientific 
services through the Science Procurement 
Information Network (SPIN); publishes the 
R&D Bulletin; and maintains contract informa- 
tion systems. 


Content of Proposal 


Cover Page 


The cover page should clearly show the origi- 
nator’s legal name for contractual purposes, 
title of the proposal, date of submission, pro- 
posal reference number, point of contact 
within the organization, and approving organi- 
zation signatures when applicable. The total 
cost of the proposed work should be shown 
on the cover page. A table of contents 
should follow. 


Restrictions/Proprietary 


When applicable, state the existence of, and 
means of identifying restricted or proprietary 
information contained in the proposal. The 
Science Programs Branch has no control over 
the dissemination of proposals once dis- 
tributed to other government departments. 
Proposals will not normally be returned. 


Summary 

The summary should be a one or two-page 
précis of the entire proposal. It should out- 
line the problem and the solution proposed 
and/or work being offered. The expected out- 
come should be stated, with emphasis on 
new knowledge, products, services and 
benefits which may result. Potential sponsors 
of the work, if known, should be listed by 
department or agency, including names and 
titles of officials contacted in discussing 
proposals. The Science Programs Branch will 
identify and distribute the proposal to all 
departments which may have an interest in 
the subject matter. 


Body of Proposal 


The body of the proposal should contain 
sufficient detail to demonstrate a sound 
understanding of the problem and a capacity 
to do the work. The body of the proposal 
should begin with an introduction to describe 
the background and give a precise statement 
of the problem. 


The technical proposal, describing how the 
problem will be solved, should follow. If 
accepted, the technical proposal may become 
the statement of work in the resulting con- 
tract. It should, therefore, contain a step-by- 
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step description of the phases and tasks that 
will be undertaken, and describe in detail: 


e where the work will be conducted and the 
facilities to be used 


e who will do the work (individuals or cate- 
gories of personnel) and time involved per 
task 


e duration of the study 


e description of subcontracted work, material 
and travel required 


e items to be delivered to the Crown upon 
completion (reports, prototypes, etc.). 


Schedule of Costs 


The schedule for completing each task 
should be depicted graphically, using a bar 
chart, for example. The graphics should be 
accompanied by summaries, such as tables, 
showing the forecast cost of each task, bro- 
ken down into the various cost elements 
including labour rates, materials, travel and 
living, subcontracts, profits, etc. The labour 
rates should detail how they are derived in 
terms in payroll, overhead, etc. All forecast 
costs should be summarized to give the total 
price of the project. An anticipated monthly 
cash flow should also be provided. 


Addressing the Criteria 


The evaluation criteria of scientific merit and 
uniqueness should be specifically addressed 
as well as the benefits to be derived by the 
organization, Canadian industry and by the 
Crown if a contract results from the proposal. 
For example, is it anticipated that new prod- 
ucts or services will result? Will improved 
industrial standards be developed or addi- 
tional exports be realized? 


In order to be unique it must be clear that 
the originator is the only one capable of per- 
forming the project by virtue of the innova- 
tiveness or novelty of the idea, the capacity 
to perform or the opportunity prescribed. 
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Management Plan 


The objective of the management plan is to 
show the originator’s capability to manage 
and execute the proposed project effectively 
and efficiently. It should describe: 


¢ general organization and project organiza- 
tion for the specific proposal 


* provisions to be used for monitoring and 
controlling technical, schedule, and cost 
performance 


e key technical and management personnel, 
with résumés included 


* company background, experience on previ- 
Ous projects, especially those related to 
that being proposed 


e¢ financial position and stability of the 
company. 


Appendices 

Detailed technical information, formula deri- 
vations, supporting information, corporate 
background and similar data should be 
included in appropriately referenced appen- 
dices as required. 
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General Information 


Writing Style 

Good technical writing style should be fol- 
lowed as proposals will be evaluated on the 
information they contain. Proposals may be 
submitted in either of the two official 
languages. 


Terms and Conditions 


The details of any contract awarded as a 
result of an unsolicited proposal, including 
the price, will be negotiated by an officer 
from the Science Branch. The following 
terms and conditions will form part of the 
contract, where applicable: 


DSS 1026 - General Conditions 


DSS 1053 - General Conditions, Universities 
and Other Institutions 


DSS 1036 - Supplementary General Condi- 
tions, Research and Development 
(or General Conditions - 
Research and Development, in 
lieu of the above) 

DSS 1031 - Costing Memorandum 


DSS 1035 - Supplementary General Condi- 
tions, Subletting. 


Where to Submit 


A minimum of 12 copies of the proposal 
should be submitted, addressed to: 


Director 

Science Programs Branch 

Science and Professional Services 
Directorate 

Supply and Services Canada 

12C1, Phase III 

Place du Portage 

11 Laurier Street 

Hull, Québec 

K1A 0S5 

(819) 997-7428 


Proposals should be accompanied by letters 
of transmittal clearly stating that the pro- 
posal is intended for consideration under the 
Unsolicited Proposals Program. The letter can 
also be used to highlight any pertinent infor- 
mation concerning the proposal. A copy of 
the transmittal letter should be attached to 
each copy of the proposal. 
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Some Hints on Preparing an Unsolicited 
Proposal 


In addition to providing the detailed infor- 
mation outlined previously, the originator 
should keep in mind other factors which may 
facilitate the review and acceptance of the 
proposal, as outlined below: 


e the Program favours proposals submitted 
by industry. Universities and non-profit 
research organizations wishing to partici- 
pate are encouraged to involve industry in 
the work either through subcontracting 
with the intent of transferring technology 
or through acting as specified consultants 
to an industrial proposal; 


e proposals for research and development in 
the natural sciences as opposed to related 
scientific activities such as data collection 
are preferred. Work proposed which 
involves instrument, equipment, and pro- 
cess research and development, in general, 
has been more readily accepted than other 
types of proposals; 


¢ proposals must be unique and offer an 
opportunity for the government to take 
advantage of a situation created by the ori- 
ginator. The proposal must offer a specific 
novel solution to a particular problem, or 
an innovative idea or present a collection 
of expertise and experience not likely to be 
found elsewhere (such as through consor- 
tia or subcontracts). For example, general 
offers of services to study a system or 
Situation and improve upon it, collect sam- 
ples and analyze them or to conduct a mar- 
ket, economic or policy impact study can 
seldom be considered unique and are often 
rejected. The fact that the work has never 
been done before is necessary but is not 
sufficient Support of uniqueness. The ques- 
tion of uniqueness should be addressed in 
a separate section of the proposal; 


e the Science and Professional Services 
Directorate undertakes to distribute these 
proposals to government departments in 
order to find a sponsor and to determine, 
in conjunction with the potential sponsor, 
whether or not the proposal can be accep- 
ted in principle. Those wishing to submit a 
proposal are encouraged to discuss their 
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ideas with the Science and Professional 
Services Directorate so that pitfalls can be 
avoided or minimized. The Science and 
Professional Services Directorate will also 
help identify potential sponsors with whom 
technical discussions can be held; 


the intent of these discussions with 
government scientists would be to examine 
how your novel ideas can be modified and 
incorporated into their programs. Merely 
determining what studies they have under- 
way and then offering your services to con- 
duct such studies will not be acceptable 
unless innovative solutions or unique 
opportunities are offered; 


the names of individuals with whom you 
have discussed the proposal and their lo- 
cations should be mentioned in your cove- 
ring letter and attached to each copy of 
the proposal to facilitate distribution. Infor- 
mation copies, in addition to those nor- 
mally sent to the Science and Professional 
Services Directorate, can be sent direct to 
these individuals; 


when discussing proposals with potential! 
sponsors be aware that the curiosity and 
enthusiasm expressed by individual scien- 
tists may not reflect their ability to support 
the proposal because of restraints within 
their organization, lack of mandate, or 
because the proposal does not fully con- 
form to the criteria; 


unsolicited proposals which are a continu- 
ation of work conducted under previous 
government contracts are generally not 
accepted under the Program. Exceptions 
do occur when unexpected outcomes have 
resulted as a spin-off from previous work 
and these outcomes require further deve- 
lopment not originally intended. 


Need Some Help? 


Anyone wishing more information on the 
Unsolicited Proposals Program or wishing 
assistance in locating potential sponsors 
should contact the Director of the Science 


Programs Branch at (819) 997-7428, the Senior 
Programs Officer at (819) 997-5296 or the 


Director General, Science and Professional 
Services Directorate at (819) 997-6369. 
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